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Registration Register for Performance & Development Solutions (PDS) courses by completing a course registration 
form, obtaining the appropriate signatures, and submitting the signed form to your agency's Training  
Liaison.  Course registration forms can be found in the back of this catalog or downloaded from the PDS 
website.  Each agency will approve or deny training requests. Your training liaison will then enroll you for 
the course(s) and notify you with a confirmation notice two weeks prior to the class. 
  
If your organization does not have a training liaison, please contact PDS at (515) 281-5456 or 
pds@iowa.gov in order to register for an upcoming course. 

Training Liaisons Training Liaisons are contacts within state departments and organizations that assist in enrolling their 
employees in PDS courses and communicate information about upcoming learning opportunities.  A list 
of training liaisons may be found at the PDS website under Training Liaisons. 

Locations The majority of PDS seminars and workshops are held in Des Moines at the Hoover State Office Build-
ing, 1305 E. Walnut on the Capitol Complex.  The session location will be stated within the confirmation 
notice sent to participants.  Directions and parking information can be found at the PDS website under 
General Information. 
  
PDS also periodically coordinates sessions in alternate locations throughout Iowa, such as the Quad  
Cities, Sioux City, and Cherokee.  Please visit the PDS website periodically for information about these  
sessions, or contact PDS directly to coordinate a special session for your location. 

Suggested Eligibility Most PDS courses have a notation of recommended eligibility.  It is up to individual agencies to approve 
or deny course enrollments based on recommended eligibility.  Codes are as follows: 

  ALL - All classifications of employees are eligible to attend these courses. 

E - Executive:  These courses are designed for division administrators and upper-level executives. 

M - Management:  These courses are designed for those who supervise subordinate classifica-
tions, or those who have broad program management or upper-level administration responsibili-
ties. 

S - Supervisory:  These courses are designed for individuals who have been given the authority by 
management to direct the work of employees, and to hire, evaluate, reward, promote, transfer, 
layoff, recall, process grievances, and discipline employees. 

Course Notifications Course confirmation notices including the course title, instructor, date(s), starting and ending times, loca-
tion, and any required prework will be forwarded to department Training Liaisons for distribution to atten-
dees approximately two (2) weeks prior to the course date. 
  
PDS reserves the right to cancel a course when the minimum number of enrollees is not met or if an 
emergency arises that prevents the training session from being held.  In the event of a course cancella-
tion, PDS will contact Training Liaisons or course enrollees. 

Cancellation Policy Courses Costing $99.00 or Less:  Participant cancellations must be received by PDS at least five (5) 
working days in advance of the course date.  Cancellations received less than five (5) days in advance 
will be billed to the department.  Enrollees may be excused for personal or job emergencies or illness 
when these are communicated BY THEIR SUPERVISORS or TRAINING LIAISON to PDS prior to, or 
during, the course for which they are enrolled.  Departments can also send replacements to avoid being 
billed for a cancellation. 

  Courses Costing $100.00 or More:  ANY enrollment cancellation received after the course has been 
confirmed will be billed to your department.  Courses are generally confirmed two weeks prior to the 
course date.  Departments can also send a replacement to avoid being billed for a cancellation. 

Contact Information Performance & Development Solutions (PDS) 
Address:  1305 East Walnut, Des Moines, IA 50319-0150 
Email:  pds@iowa.gov            Web:  http://LearnAtPDS.iowa.gov/ 
Phone:  (515) 281-5456          Fax:  (515) 242-5070 

  

GENERAL INFORMATION 
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ABOUT US 
 

Welcome to our 2009—2010 course catalog. We are pleased to present you with a wide variety of training and 
development opportunities. In today’s economic environment, we are all called upon daily to do more with less. 
This is where professional development can make a difference with you and your work team. When you have the 
skills, knowledge and ability, dealing with lack of other resources can be easier. 
 

PDS offers much more than the traditional or computer based classroom.  Thinking of holding an off-site planning 
retreat?  Let us coordinate it.  Want to rally the troops with a motivational speaker?  We can help with that too.  
How about an employee engagement survey?  Look no further.  When it comes to organizational development, 
PDS can provide the service. Continuous learning enables an organization to create its future. 
 

State of Iowa, Performance & Development Solutions (PDS) provides workshops, computer classes, e-learning, 
certificate programs and more. We utilize best practices and skilled practitioners from across the country.  By 
incorporating the latest information, concepts and ideas into our courses you achieve your top performance.   
 

This catalog provides information about the various programs and services available, but is not an all-inclusive list 
of services PDS can provide.  With PDS, you have a flexible choice in learning environments, from the traditional 
classroom setting to holding the session at your organization, we can tailor any course to meet your needs. 
 

For the most up-to-date information about PDS programs and services visit the PDS website, or contact PDS 
directly. We look forward to serving you.   
 

Judy Akre 
Program Management, Training and Organizational Development 
Email:  judy.akre@iowa.gov 
Phone:  (515) 281-6383 

 
Mary Guillaume 
Administration 
Email:  mary.guillaume@iowa.gov 
Phone:  (515) 281-5456 

 
Brian Mayer 
Training, Surveys and Organizational Development 
Email:  brian.mayer@iowa.gov 
Phone:  (515) 281-6368 
 
Dawn Stohs 
Training and Business Development 
Email:  dawn.stohs@iowa.gov 
Phone:  (515) 725-2051 

 
Website:  http://LearnAtPDS.iowa.gov/ 
Address:  1305 East Walnut, Des Moines, IA 50319-0150 
Fax:   (515) 242-5070 
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CLASS CATEGORIES 

PDS offers a variety of classroom learning opportunities that target essential employee development needs.  
Choose from several course offerings linked to key learning competencies. 

Course information, including course topics, cost and scheduled dates are listed in alphabetical order beginning on 
page 23. 

BUSINESS SKILLS 
Accounting Fundamentals 
Business English 
Business Writing Workshop 
Creative Writing 
Financial Math Refresher 
Grammar & Proofreading Essentials 
Introduction to Business Skills 
Marketing Principles 
Minute Taking 
Plain Talk 

 
 

COMMUNICATION AND LISTENING 
Achieving Communication Effectiveness 
Communication Enhancement 
Dimensions of Behavior 
Human Relations Skills 
Influencing: Negotiating for Results 
Listening: The Forgotten Skill 
Presentation Skills 

 
 

COMPUTER TRAINING  
See page 11 for more information 
Computer Security:  At Home and In the Office 

 
 

CONFLICT MANAGEMENT AND NEGOTIATION 
Human Relations 
Influencing:  Negotiating for Results 
Managing Conflict & Resistance in the Workplace 

 
 

CUSTOMER SERVICE 
Customer Service 
Customer Service Telephone Skills 
Developing a Customer Focused Organization 

 
 

 

DIVERSITY/CULTURAL COMPETENCE 
Building Inclusive Work Environments 
Diversity for Managers and Supervisors 
Managing Generational Differences at Work 
Unleashing the Power of Diversity - Employee 
Valuing Diversity in the Workplace 

 
 
GOVERNMENT AND LAW 

Citizen’s Aide/Ombudsman 
Contested Cases 
Electronic Code Research 
Executive Orders Relating to Rulemaking 
Government Ethics and Lobbying Act 
Introduction to Administrative Law  
Legislative Process in Iowa State Government  
Grant Management 
Grant Seeking  
Grant Writing 
Open Meetings/Public Records 
Overview of State Government Finances 
Rulemaking Process 
Rule Writing Style 
Services Contracting:  From Beginning to End 
Statutory Construction and Legal Drafting 

 
 

HUMAN RESOURCES 
Americans with Disabilities Act 
Discipline, Grievances and the Contracts 
Equal Employment Opportunity/Affirmative Action 
Family and Medical Leave Act 
From Interview to Hire: The Successful Search for Talent 
Investigating Employee Misconduct 
Performance Evaluation 
Preventing Sexual Harassment for Employees 
Preventing Sexual Harassment for Supervisors 
Violence-Free Workplace 
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CLASS CATEGORIES 

LEADERSHIP DEVELOPMENT 
Business and Organizational Ethics 
Coaching and Leading for Top Performance 
Dimensions of Leadership 

 
 
PROCESS AND ORGANIZATIONAL MANAGEMENT 

Building a High-Performing Workplace 
Business and Organizational Ethics 
Thriving on Change 

 
 
SELF DEVELOPMENT 

Computer Security:  At Home and In the Office 
Creative Thinking and Problem Solving 
Effective Facilitator 
Influencing:  Negotiating for Results 
Managing Effective Meetings 
Managing Stress Effectively 
Managing Your Time and Priorities 
Professional Image 
Time Mastery 
Train the Trainers 

SUPERVISION 
Business and Organizational Ethics 
Coaching and Leading for Top Performance 
Fundamentals of Supervision 
Performance Evaluation  
Preventing Sexual Harassment for Supervisors 

 
 
TEAM DEVELOPMENT 

Dimensions of Behavior 
Teamwork Skills 
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CERTIFIED PUBLIC MANAGER (CPM) PROGRAM 
 

In an effort to maintain Iowa’s high level of commitment to its citizens, the State of 
Iowa, in partnership with Drake University, offers a nationally accredited Certified 
Public Manager (CPM) Program.  The purpose of the program is to encourage and 
provide best-practice management techniques into public managers’ everyday 
leadership and management strategies.  The program is designed for supervisors, 
managers, executives, management staff and project managers from federal, state, county, and local 
governments. 

ABOUT THE CPM PROGRAM 

The CPM program consists of discussion,  
traditional classroom experiences, and online 
learning.  It is an advanced learning experience 
that complies with strict academic criteria of the 
National CPM Consortium. 

The Iowa CPM curriculum is specifically designed 
to enhance professionalism in four key areas: 

Administration & Organization 

human resources, labor relations, and  

performance measurement 

Technical & Quantitative 

finance, risk management, information  

technology, and law 

Analytical & Conceptual 

analyze/evaluate, decision making, and  

critical thinking 

Human Skills 

communication, conflict management,  

creating effective groups, and leadership 

In addition to attending scheduled CPM classes, 
participants will complete one job-related team 
project.  The team project allows participants the 
opportunity to apply theories, principles, and/or 
techniques learned in the CPM Program training 
sessions to a situation, problem, concern, or  
opportunity in a public organization.  It is an  
outstanding opportunity to engage in workplace 
efficiency ideas, work-related problem solving, 
research and future planning.  

BENEFITS OF PARTICIPATION 

Graduates of the CPM program receive: 

CPM designation 

One year’s experience in qualifying for some 

state job classifications 

Nine hours of graduate credit at Drake  
University, which can be applied towards a 

Master of Public Administration Degree  

 

INVESTMENT 

The cost of this program is $3,500 per candidate.  
This represents 300 contact hours of instruction at  
a cost of approximately $11 per hour.  The entire 
program takes place over 17 months, meeting two 
consecutive days each month.  Payment may be 
made in full or billed in monthly installments. 

 

LEARN MORE ON CPM WEB PAGE 

The CPM website, http://learnatpds.iowa.gov/cpm/
index.htm contains a great deal of additional  

information about the program including: 

the responsibilities of the participant and 

their employer 

list of current and past participants 

current schedule 

the application for admission into the  

program  
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CERTIFICATE PROGRAMS 
 

Certificate programs allow government employees to participate in a collection of applicable training courses and 
demonstrate a commitment to employee development and skills enhancements.  These courses are valuable to a 
participant’s current position and help position them for future growth opportunities. 
 
There is open enrollment for each of the five certificate programs.  Participants have two to three years, depending 
on the program, to complete the required curriculum.  Upon completion of the certificate program, participants  
receive a certificate signed by the Governor and a press release for the local newspaper or department newsletter 
announcing the successful completion of the customized training curriculum.  More information can be found at: 
http://learnatpds.iowa.gov/certificate_programs/index.html 

Applied Management Series (AMS) 

The Applied Management Series Certificate is recommended for all supervisors and  
managers.  The program identifies essential management concepts and applications  
relating to various human resources policies and procedures, communication skills,  
and quality initiatives. 
  

Administrative Assistant (AA) 

The Administrative Assistant Certificate consists of essential concepts and applications  
in communication, finance, business, and computer skills.  Completion of this program  
may substitute six (6) months job experience in select job classifications. 
 

Achievement 

The Achievement Certificate is a customized learning program for each participant.   
Participants complete four core courses and select six electives related to their area  
of interest.  This program allows participants the flexibility to build a learning curriculum  
complementary to their individual development goals. 
  

Applied Business Series (ABS) 

The Applied Business Series Certificate contains courses that focus on fundamental  
business concepts.  These concepts concentrate on areas that help organizations  
become more high performing and customer service oriented.  It also educates  
participants in the areas of marketing, quality initiatives and business strategy. 
  

Foundations of Government 

The Foundations of Government Certificate provides a broad based perspective on  
government structure, rules, and policymaking.  Participants will explore the various  
topics that explain why and how government operates in certain ways and how  
policymaking shapes changes and advancements to benefit Iowa citizens within  
policymaking, ranging from the creation of a new rule to the adherence and management  
of various administrative laws. 
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ORGANIZATIONAL DEVELOPMENT 
 

 
Today's organizations operate in a rapidly changing environment. Consequently, one of the most important assets 
for an organization is the ability to manage change -- and for people to remain healthy and authentic.  
 
Organizational Development (OD) is the practice of collaborating with organization leaders and their groups to help 
solve problems and reach their goals.  This is usually accomplished through consulting, coaching and facilitation 
services provided to an organization to develop and improve the individual, unit and organizational effectiveness 
over the long term and to give the organization skills to use in the future. 
 
PDS offers a wide variety of OD services.   Some of our most popular  services: 
 

Organizational Analysis and Design: A process for improving the probability that an organization will be 
successful. The process of organizational design matches people, processes and systems to the purpose, 
vision, and strategy of the organization. Workforce Planning is an important component of Organizational 
Analysis and Design. 

 
Change and Transition Management: Working with departments and other groups to help them plan and 
implement significant changes in their organizations. 

 
Performance Management Systems: Working with departments to create performance standards and 
coach on tracking results, performance coaching and development planning. 

 
Meeting Design and Facilitation: Working with departments to help them plan an agenda, stay on track, 
and discuss issues effectively. Includes strategic planning facilitation and group problem solving. 

 
Team Building: Helping a team develop its ability to work more effectively together and perform at a 
higher level. 

 
Business Process Redesign: Working with a group to analyze the current way of doing a specific piece 
of work and develop a better way to design how the work gets done. 

 
Training: Working with a group to develop or renew knowledge, skills or values relative to a group goal. 

 
Leadership Development: Developing leadership skills within the context of an organization’s culture and 
aligned to the strategic needs of the organization or unit. 
 
Strategic Planning:  The process of determining long-term goals and then identifying the best approach 
for achieving those goals. 

 
PDS works directly with you to address organizational development needs of departments, programs, or small work 
groups.  Solutions are designed and delivered by qualified OD practitioners to improve organization processes, 
behaviors, or systems.  To discuss organizational development options for your organization, please call Judy Akre 
at (515) 281-6383 or Brian Mayer at (515) 281-6368. 
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DISTANCE LEARNING 
 

PDS distance learning provides opportunities to stretch your training budget.  We’re brining training to your desktop 
in two ways.  eLearning, also known as online training is provided by ElementK, and offers hundreds of classes on 
a broad range of topics.  Webinars are live sessions delivered via the internet. 
 
eLearning:  PDS currently offers a variety of computer and business skills courses in an online 
environment.  Participants can access their selected courses on the Internet 24 hours a day, 7 days a week from 
home or the office.    There are over 500 courses to select from with everything from soft skills to computer skills.  
PDS continues to expand our offerings throughout the year and will be adding safety training.  Please visit the PDS 
website – http://learnatpds.iowa.gov/e_learning/index.html  – for available classes and registration information. 
 
 
Webinars:  Webinars provide cost effective live, interactive virtual classroom learning on the computer.   Webinars 
are just like a conference room based seminar, however, participants view the presentation through their  
Web-browser and listen to the audio through their telephone. A key feature of a Webinar is its interactive  
elements -- the ability to give, receive and discuss information.  Visit the PDS website for topics and offerings.  
http://learnatpds.iowa.gov/e_learning/webinar_index.html. 
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Special Sessions 

When an organization identifies a specific training need for a group of staff members or the entire department, 
PDS will work with the organization to coordinate customized training or dedicated sessions of existing training.  
This may involve working with current PDS team members or identifying other training professionals to develop or 
deliver the needed training.  PDS can arrange sessions to best meet the work group's schedule and to deliver the 
training in a timely, effective manner. 

Electronic Surveys 

PDS offers development, support, and consultation on electronic surveys.  Electronic surveys can be an invaluable 
data-capturing tool for an organization.  Survey respondents visit a web address generated by PDS where they 
are able to complete the survey online, confidentially.  Real-time results of the survey are calculated automatically 
for the organization.  Examples of surveys PDS frequently develops for customers include: 

 

Promotions 

The first two things that get cut with a tight economy and reduced budgets are training and travel. But the one 
thing that can have the greatest negative impact on our business is not training people. Not only do we need to 
keep up skills but we also need to provide incentives to remain in a job. Statistics consistently reveal that one of 
the top five reasons people select a job or employer is because of the opportunity to learn.  PDS is here to help 
and will be offering promotions throughout the year.  Watch the front page of our website under the ―Specials‖  
section. 

 

Profiles and Learning Instruments 

Understanding how behaviors and work styles impact personal and team productivity and satisfaction is a vital 
component for organizational success.  PDS offers a variety of profiles and learning instruments that help  
individuals and teams explore various dimensions of their work style and the impact their behaviors have on  
others.  Instruments include: 

 

 

 

Individual coaching and group workshops round out the learning experience. 

Workforce Planning 

Workforce planning is the process of identifying and addressing gaps between today’s workforce and the  
workforce of the future.  Workforce planning consultation services are available for agencies and staff members to 
learn the various components of workforce and succession planning.  They will take away the tools and resources 
necessary to successfully plan for the future. 

ADDITIONAL SERVICES 

Organizational analysis 
Employee engagement 

Program review 
Customer satisfaction 

Time mastery 
Leadership styles 
Team effectiveness 

Group culture 
Coping and stress 
Discovering diversity 
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The entire world is driven by technology today.  Having a reliable resource for computer-related training gives you 
a tremendous advantage.  PDS offers a variety of options for computer skills training.    
 
In 2009, PDS began providing computer training in the ITE computer lab located in the Hoover building, level B. 
Microsoft Office 2007 sessions have been well-received and include Word, Excel, Access & PowerPoint. 
 
You can also take advantage of the flexibility and diverse course offering of our unique business partner, New 
Horizons.  New Horizons Computer Learning Center, an international leader in computer training.  New Horizons 
offers traditional classroom training, mentored labs and online training led by certified instructors. 
 
In addition to traditional classroom sessions, PDS also offers online courses through ElementK. There are 
hundreds of courses available through this resource. Access to ElementK eLearning courseware is available 
24/7, from home or office.  
 
To learn more about our computer offerings, check out our website at: http://learnatpds.iowa.gov/
occupational_training/category_computertraining.html 
 
 
PDS Computer Courses 
 
Schedule: 
Class dates for PDS have been schedule for the upcoming year..  The most current schedule may be found at the 
PDS website - http://learnatpds.iowa.gov/occupational_training/computer_training/pds.html. 
 
Courses:  We currently offer the following Microsoft Office 2007 courses.  We are continuing to expand our 
offerings. 
 
Access 2007 New Features 
Access 2007 Level 1, 2 or 3 
Excel 2007 New Features  
Excel 2007 Level 1, 2 or 3 
Microsoft Office 2007 New Features 
PowerPoint 2007 Level 1 or 2 
Word 2007 New Features 
Word 2007 Level 1, 2 or 3 
 
Online Computer Courses Through ElementK 
 
Please visit our website for complete listing of courses available:  http://learnatpds.iowa.gov/e_learning/
index.html. 

COMPUTER SKILLS TRAINING 
New Horizons, PDS & Online Courses 
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Schedule: 
Class dates for New Horizons’ training are released approximately every three months.  The most current 
schedule may be found at the PDS website - http://learnatpds.iowa.gov/occupational_training/
alphabetical_computer_new_horizons.html. 
 
Location: 
The majority of computer training sessions listed on the PDS site take place at the New Horizons Computer 
Learning Center, 6200 Aurora Avenue, Des Moines.  PDS can also coordinate on-site computer training at your 
office location or partner with the New Horizons facilities in other locations around Iowa.  
 
Courses: 
The following pages list available computer courses through New Horizons with their associated PDS course 
number, length in days, and cost per person.  Please Note:  The number of days for each course is subject to 
change, which may alter the cost for the course.  The application courses are listed alphabetically, while the 
technical courses are listed within their technical category.  If you do not find the course or courses you are 
interested in on this list, contact us and we do our best to arrange it for you. 
 
Registration: 
To enroll in a New Horizons computer training session, contact PDS or your agency Training Liaison. 
   
Special Note: New Horizons allows students to re-take any courses up to six months following initial course 
completion. 

 

NEW HORIZONS INFORMATION 
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PDS provides a variety of classroom opportunities for employees to build and enhance their skills needed to achieve a  
high-performing workforce.   Our workshops utilize best practices and are facilitated by skilled practitioners from around the 
country.  We incorporate the latest information and ideas into our course curriculum to ensure your organization is receiving 
the most to achieve individual and organization success.  For the most up to date information on courses, dates, and times, 
visit our website at: http://learnatpds.iowa.gov/occupational_training/index.html. 
 
Diversity 
To create an environment of diversity requires constant support.  PDS offers a wide range of diversity related training options.  
Check out our diversity page for these and other diversity related courses offered:   
http://learnatpds.iowa.gov/occupational_training/diversity_overview.html. 
 

Diversity for Managers & Supervisors 
Unleashing the Power of Diversity - Employee Training 
 

New Courses   
PDS is always looking for new course offerings to provide you with skills needed to succeed.  Many new course offerings are 
being added to the PDS line-up this year.  Some of the courses that will be available in the upcoming months are: 
 

Dealing with Difficult People 
Essential Functions and Competencies:  The Basics 
Writing for the Online Environment 
Newsletter Writing 
Excel Under Pressure 
Leaders to Go 

 
Visit our website and look for the “What’s New” section for the most up to date information:  http://learnatpds.iowa.gov/. 
 
Over the Road 
Courses listed in our catalog on the following pages are held in Des Moines area.  Coming in fiscal year 2010, PDS will be 
taking classes from the Applied Management Series and Administrative Assistant certificate program on the road throughout 
Iowa.  Watch the PDS website for more information. 

http://learnatpds.iowa.gov/
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Accounting Fundamentals     Course Number: GI 176 

Many job responsibilities require basic use and understanding of accounting skills. But if accounting is not something utilized on a daily 
basis, the skills are easily forgotten. Accounting Fundamentals will provide a great introduction or refresher to key concepts that may be 
applied in the workplace and home. 

Basic accounting skills 

Understanding the accounting cycle 

Analyzing journal transactions 

Length: Three 3-hour sessions Dates: October 9, 16, 23, 2009   
Cost: $149    February 5, 12, 19, 2009   
Eligibility: All 

Achieving Communications Effectiveness (ACE)  Course Number: GI 077 

This course explores the development of effective communication and productive interpersonal skills. Participants will develop a  
behavioral “self-portrait”  to help them understand their own behavior style. Understanding individual behavior styles helps participants 
learn how they can adapt their communication to others and ultimately make communication more effective. 

Listening—the cornerstone of communications 

Nonverbal skills—their impact on effective communication 

Feedback skills 

Length: 1 day    Dates: July 22, 2009  September 30, 2009 
Cost: $115    January 14, 2010  March 10, 2010 
Eligibility: All    June 22, 2010 

Americans with Disabilities Act (ADA)     Course Number: NC 123 

Length: 1/2 Day    Dates: July 29, 2009 November 12, 2009 
Cost: $49     May 18, 2010 
Eligibility: All     

This course is designed to show supervisors and managers their legal responsibilities under the Americans with Disabilities Act (ADA) 
and to give useful answers to often-asked questions.  Topics include:  This course is designed to show supervisors and managers their 
legal responsibilities under the Americans with Disabilities Act (ADA) and to give useful answers to often-asked questions.    

Building a Culture of Accountability   Course Number: GI 220 

Length: 1 Day     Dates: Coming Soon 
Cost: $75      
Eligibility: All     

The “prism” of accountability incorporates employee, management, and an organization’s responsibilities.  It is a delicate ecosystem .  If 
one of the accountability “partners” fail, the entire system struggles.  Topics included are: Management Accountability and Organizational 
Accountability.   We all want a working environment where people can count on each other to keep commitments and agreements. 
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Building a High-Performing Workplace   Course Number: GI 302 

This course focuses on envisioning the future, analyzing your organization culture, and discussing organizational values that facilitate 
success in aligning your team to reach organizational and strategic goals.  Topics include: 

Length: 1 Day   Dates: September 18, 2009 June 11, 2010 
Cost: $159     
Eligibility: All 

Business and Organizational Ethics    Course Number: SC 240 

Trust is one of the most important assets of a healthy organization.  The foundation of trust lies in ethical behavior - values lived out by the 
organization’s leaders.  A set of ethical values, clearly set forth and actively promoted, gives the best guidance for dealing with today’s 
complex ethical dilemmas. 
 
Attending Business and Organizational Ethics will provide the opportunity to take a deeper look at ethics in the workplace.  Participants 
will work through examples to understand and solidify decision making paths, analyze values demonstrated in the workplace, and reflect 
on what values and principles are important to them. 

Length: 1 day    Dates: July 29, 2009  October 21, 2009 
Cost: $59    January 27, 2010  April 13, 2010 
Eligibility: All     

Business English      Course Number: GI 001 

Length: 1 Day   Dates: October 27, 2009  April 14, 2010 
Cost: $115     
Eligibility: All     

In order to convey complete and accurate information, individuals must pay careful attention to the words and grammar used in written 
communication.  This course focuses on improving general writing and editing skills used in the office. 

Business Writing Workshop    Course Number: GI 134 

Length: 1 Day   Dates: November 5, 1009  June 9, 2010 
Cost: $115     
Eligibility: All     

Writing is a critical skill in today’s business world.  Participants in this workshop will learn skills and techniques to improve all aspects of 
business writing, including memos, e-mail, letters, reports, and file documentation.  Topics include: 
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Understanding various organizational cultures 

Fostering “win-win” teams 

Understanding the empowerment process 

Moving to a long-term focus (strategic planning) 

Understanding change and innovation 

Developing customer-oriented policies and procedures 

Correct word usage 

Punctuation and capitalization 

Spelling 

Proofreading techniques 

Guidelines for style 

 

The 5-step writing process for better communication 

Proofreading techniques to avoid common errors 

Simple methods for clear, concise, and correct messages 

Writing good news, bad news, and persuasive messages 

Tips for e-mail correspondence 
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Citizen’s Aide/Ombudsman     Course Number: RM 010 

The Office of Citizen’s Aide/Ombudsman serves as an independent and impartial agency to which citizens can air their grievances about 
government.  With certain exceptions, the Ombudsman has authority to investigate complaints about Iowa state and local government.  
The Ombudsman attempts to resolve most problems informally.  Following an investigation, the Ombudsman may make findings and 
recommendations and publish a report.  This course is a great opportunity to discuss: 

Length: 2 Hours   Dates: October  27, 2009 
Cost: $39     
Eligibility: All 

Coaching and Leading for Top Performance   Course Number: SC 213 

This course focuses on the topic of leadership, with special emphasis on the coaching aspects of the leadership role.  Great coaches 
spark peak performance from others by setting stretch goals, clarifying expectations, providing the right tools and resources, giving  
effective feedback, counseling employee problems, and linking rewards and recognition to top performance.  Great coaches are also  
willing to confront performance problems. 
 
Participants will learn about all of these issues, ultimately improving employee performance and eliciting a change in employee behavior. 

Length: 1 day    Dates: December 3, 20009  May 6, 2010 
Cost: $159     
Eligibility: EMS     

Communication Enhancement    Course Number: GI 198 

Length: 1 Day   Dates: July 28, 2009  October 20, 2009 
Cost: $159    January 26, 2010  April 14, 2010 
Eligibility: EMS     

This active workshop is designed to allow management and staff to evaluate current communications techniques.  Participants will take 
the Keirsey Temperament Sorter II to help members understand “strategic flexing”.  This enables those that work very differently to 
learn to work well as team mates and to function by highlighting individual strengths.  Participants will learn the best tactics to  
communicate with peers as well as those they lead. This information and tools presented in the workshop will increase the ability of 
communications to get to the root of issues that need to be addressed.  Participants will learn to give and receive feedback, discuss 
active listening, understand how to build a persuasiveness into communication, and ultimately, improve their skills to eliminate future 
miscommunication. 

Computer Security:  At Home and in the Office  Course Number: PC 519 

Length: 2 Hours   Dates: Coming Soon  
Cost: $39      
Eligibility: All     

If you use a computer, you need to know how to recognize and respond to computer attacks in your home or office.  By attending this 
session, you will learn your role in protecting your computer system and how to protect confidential information, review guidelines for 
email and passwords, and identify common attacks, threats, and defenses. 
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What the Ombudsman can and cannot do 

How the office works its cases from the most informal 

contact to the most formal investigation 

What to expect if you are ever complained about to the 

Ombudsman 
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Contested Cases      Course Number: RM 008 

How does the State fine a nursing home?  How does a doctor lose his license if they has a drug problem?  Why is the Department of  
Transportation taking my driver’s license? 
 
These are all examples of a state agency taking action against a person or company.  Whenever an agency takes an action, that action 
can be appealed.  The result of an appeal is a contested case or administrative hearing before an administrative law judge.  In this class, 
participants will learn about how agencies take action, what can be appealed, how the appeal is heard, and what happens after the appeal 
is decided. 

Length: 2 Hours   Dates: October 15, 1009  June 15, 2010 
Cost: $39     
Eligibility: All 

Creating a Performance Accountability  Course Number: GI 220 

Creating Performance Accountability will empower participants toward greater accountability by facilitating learning in these key areas: 

Length: 1 day    Dates: October 6, 2009 
Cost: $159     
Eligibility: All     

Creating Thinking and Problem Solving   Course Number: GI 160 

Length: 1 Day   Dates: July 30, 2009  March 9, 2010 
Cost: $159     
Eligibility: All     

This course is designed to help participants be more creative in their organization and learn how to accelerate and direct creativity  
toward desired results.  Participants will be introduced to concepts, exercises, and techniques for generating innovative approaches to 
deal with problems.  Topics include:  

Creative Writing - Effective Writing: Strategies for Planning & Persuasion  Course Number: GI 221 

Length: 1 Day   Dates: December 1, 2009 
Cost: $159      
Eligibility: All     

This course will help participants master key stages of the writing process: getting ideas, organizing them for maximum impact, and  
writing in an easy-to-read style. These strategies for audience analysis, organization, and plain language can speed writing and be  
applied to all types of documents. 

  

Identifying an individuals and organizational accountability 

perspective 

Creating collaborative accountability agreements with 

individuals and organizations 

Identifying the three phases of accountability:  before, 

during and after 

Establishing and practicing clear, concrete, measurable 

performance standards 

Defining creativity 

Left - and right - brain thinking 

Creativity blocks and blockbusters 

Techniques for creative problem solving 
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Customer Service      Course Number: QM 002 

This interactive course is designed for all employees, front-line or management, whether working with internal or external customers.  In 
addition to exploring the increasingly important role of customer relations in government organizations, participants will: 

Length: 1 Day   Dates: September 23, 2009 January 20, 2010 
Cost: $115    May 12, 2010 
Eligibility: All 

Customer Service Telephone Skills    Course Number: QM 030 

Today many customers know us only by the impression we make on the phone.  Our telephone skills give that first impression and more.  
This interactive workshop includes: 

 

Length: 1 day    Dates: October 28, 2009  April 15, 2010 
Cost: $115     
Eligibility: All     

Developing a Customer Focused Organization Course Number: SC 254 

Length: 1 Day   Dates: August 25, 2009  May 19, 2010 
Cost: $159     
Eligibility: EMS     

Across the nation public employees are striving to provide excellence in customer service.  Attend this seminar to discover how to  
cultivate a customer-driven culture in your organization.  Learn to use “The Cycle of Service” in your work team to isolate “service fail 
points” that may be inhibiting efficient, effective service delivery.  Create a “Service Blueprint” to refine service delivery processes and 
optimize customer-friendly approaches.  Learn to author service standards that regulate the quality of service delivery and how to coach 
individual employees, or your entire work team, in meeting and exceeding service expectations. 

Dimensions of Behavior    Course Number: GI 312 

Length: 1/2 Day   Dates: July 8, 2009  October 20, 2009 
Cost: $105    January 13, 2010  April 29, 2010 
Eligibility: All     

This workshop will help participants explore their behavior across the four DiSC dimensions and how they use those dimensions in  
situations.  Each participant will complete a personal DiSC profile, which will help them understand their own behavior and how and 
when to adapt their behavior. 

 

Analyzing the dimensions of behavior can improve communication, promote appreciation of differences, enhance individual and team 
performance, and reduce conflict. 
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Analyze customer expectations 

Practice specific ways of handling complaints and  

problems effectively and efficiently 

Learn the keys to an effective customer service policy 

Learn how to make customers feel valued, important, and 

confident about using your services 

Explore methods of supporting staff for enhanced  

customer service 

Taking calls, discerning necessary information, and  

gaining information from callers 

Dealing with difficult, irate, or abusive callers 

Exploring ways to not make excuses 

Responding if you don’t have the answer 

Identifying inflammatory triggers and ways to say what 

you mean without angering the caller 
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Dimensions of Leadership     Course Number: GI 230 

This workshop is comprised of two elements;  completion and debriefing of a personal Dimensions of Leadership profile and lessons on 
leadership skills.  Participants will: 

Length: 1 Day   Dates: September 2, 2009  January 6, 2010 
Cost: $179    May 11, 2010 
Eligibility: EMS 

Discipline, Grievances, and the Contracts   Course Number: NC 901 

Understanding the discipline and grievance process is crucial to any supervisor or manager in state government.  This course focuses on 
the methods of effective and timely discipline; the role of the supervisor and manager in the grievance process; and how to interpret the 
state labor contracts.  Other topics include: 
 

Preventive discipline 

Just cause 

Contract provisions 

Length: 1 Day    Dates: August 4, 2009  October 6, 2009 
Cost: $99    March 30, 2010  June 23, 2010 
Eligibility: EMS     

Effective Facilitation Tools and Techniques  Course Number: GI 202 
 Length: 1 Day   Dates: December 8, 2009 
Cost: $159     
Eligibility: All   Formerly Effective Facilitator   

The role of the facilitator goes beyond presentation of information.  Facilitators must also know how to help participants define and gain 
consensus for group objectives, encourage creativity, and deliver results while building relationships in meetings, group work, or project 
teams.  Topics include: 

Electronic Code Research    Course Number: RM 005 

Length: 2 Hours   Dates: October 13, 2009 June 17, 2010 
Cost: $39      
Eligibility: All     

The General Assembly publishes legal provisions produced by all three branches of government, including: 

The Iowa Acts and the Iowa Code of code Supplement 

The Iowa Administrative Bulletin and the Iowa Administrative Code 

The Iowa Court Rules 

This class is designed to teach the casual researcher how to access these publications in an electronic format.  The researcher will be 
immediately able to use robust programming features to search and retrieve, copy, and print provisions of these legal publications. 
  

29 

Review leadership profiles 

Identify a personal leadership strategy 

Examine leadership styles and appropriateness and  

effectiveness of each style 

Examine how coaching and mentoring can be used to 

create effective leaders 

Identify a personal leadership strategy 

Define leadership vs. management 

Definition of characteristics of good facilitation 

Facilitation techniques, styles, and approaches 

An opportunity to practice and apply facilitation topics 

General facilitation guidelines, tips, and hints 
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Equal Employment Opportunity/Affirmative Action (EEO/AA) Course Number: NC 202 

Equal Employment Opportunity and Affirmative Action (EEO/AA) are important parts of the State’s long-range workforce planning as well 
as its commitment to attracting and retaining a diverse workforce.  Therefore, understanding EEO/AA is critical for all supervisors and 
managers.  Participants will learn the legal principles of EEO/AA and its use as a tool to effectively manage an increasingly diverse  
workplace.  Topics include:   

Length: 1/2 Day   Dates: July 21, 2009  December 10, 2009 
Cost: $49    April 8, 2010 
Eligibility: EMS 

Family and Medical Leave Act (FMLA)   Course Number: NC 122 

This three-hour course will provide you with the information you need to answer your questions regarding the Family and Medical Leave 
Act.  Understanding this law’s impact on the workplace is essential for all supervisors and managers.  Topics include: 

 
 

Length: 1/2 Day    Dates: July 28, 2009  November 11, 2009 
Cost: $49    May 18, 2010 
Eligibility: EMS     

Financial Math Refresher    Course Number: GI 175 
Length: Two 3-hour sessions  Dates: September 11 & 18, 2009 
Cost: $129    January 15 & 22, 2010 
Eligibility: All     

This course reviews basic mathematical principles that need to be applied in the workplace.  Participants meet for two 3-hour sessions 
(6 total classroom hours) to review standard and decimal notation, calculations and more, including: 

From Interview to Hire    Course Number: NC 301 

Length: 1 Day   Dates: September 15, 2009 January 9, 2010 
Cost: $99    April 28, 2010  
Eligibility: EMS     

In this course, participants learn to develop a structured process to use in screening, interviewing, and hiring in accordance with State of 
Iowa procedures.  Topics include: 
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Differences between EEO and AA 

State and federal EEO/AA laws 

 

Correct use of AA in all employment processes 

Calculate using whole numbers, fractions, and decimals 

without calculators 

Dissect components to solve word problems 

Convert between fractional, decimal, and percent  

notations 

Translate percent problems into a standard model with 

specific application 

Use estimation techniques to check reasonableness of 

results 

Calculate simple and compound interest 

The law 

Eligibility 

Entitlement 

Practical applications 

Benefits 

Analyzing the knowledge, skills and abilities (KSAs)  

necessary for the position 

Analyzing a position's essential functions 

Developing skills for conducting a successful interview 

Designing interview questions that are legal 

Getting the answers you need 

Making the final hiring decision 
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Grant Series      Course Number:  Grant Seeking GI 200 

         Grant Writing GI 091 
         Grant Management GI 300 

Fundamentals of Supervision     Course Number: NC 151 

This course will provide new and experienced supervisors with the essential skills to be a good supervisor.  Supervisors will learn to  
establish credibility, create an effective work style, manage their time and schedule their workload.  They will discover the basics of  
coaching, communication, motivation, delegation and performance management, which will help create a higher performing team and 
decrease some of the stress associated with supervision. 

Length: 1 Day   Dates: November 17, 2009  March 31, 2010 
Cost: $99    June 3, 2010 
Eligibility: EMS 

Government Ethics & Lobbying Act    Course Number: RM 009 

The purpose of this session is to provide guidance on the application of the relevant ethics and lobbying laws in Iowa Code chapter 68B to 
situations faced by agency rule makers.  Participants will also discuss relevant advisory opinions and administrative rules by the Iowa  
Ethics and Campaign Disclosure Board. 
 
 

Length: 1 1/2 Hours   Dates: August 26, 2009  December 9, 2009 
Cost: $39     
Eligibility: All     

Grammar & Proofreading Essentials   Course Number:  GI 222 
 Length: 1 Day   Dates: November 18, 2009  June 10, 2010 
Cost: $115     
Eligibility: All     

This course will help individuals apply tricks and tips for remembering grammar basics.  A great opportunity to learn proofreading  
techniques, ensuring efficiency and accuracy.  Comprehend the different needs of e-mail vs. written proposals vs. business reports. 

Length: 1 Day per Course    
Cost: $99 per session or $259 for all 3 sessions  
Eligibility: All     

Grant Seeking  
This session explores how and where to find the right grant for your organization by making your organization "grant ready." The  
session teaches participants the techniques in creating a process for proactively finding and selecting grants which will maximize your 
organization's mission and how to avoid wasting your organization's effectiveness and resources by pursuing the wrong grant. 

 

Grant Writing 
This session deals with how to write a grant to maximize your chances of selection. The session will explore techniques of successful 
grant writing, how to interpret the RFP, legal issues related to grant writing, how to leverage your organization's current resources into a 
proposal, formatting and other writing tips that create a quality grant application.  

 

Grant Management  
Participants will learn how to create a management environment that maximizes the effectiveness of your grant and maximizes the 
opportunities for securing future grant support. The session deals with management, budget, reporting, regulatory and other critical 
issues associated with grant management. 

 

 
  

31 

Dates: Grant Seeking:  September 21, 2009 April 19, 2010 
 Grant Writing:  October 12, 2009  April 26, 2010 
 Grant Management:  October 26, 2009  May 17, 2010     
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Human Relations Skills     Course Number: SC 203 

Today’s workplace requires employees to deal with a variety of people and situations.  During this class, participants will focus on  
improving their relationships with coworkers, supervisors, and clients.  Participants will learn to: 

Length: 2 Days   Dates: October 13 & 14, 2009  
Cost: $229    April 28 & 28, 2010 
Eligibility: All 

Influencing & Negotiating for Results   Course Number: GI 218 

Participants of this workshop will learn the foundational skills of negotiation.  They will learn the meaning of negotiating and how it is  
appropriately utilized.  They will also learn how to develop and apply effective negotiating strategies to attain desired results for all parties 
involved.  Topics Include: 

 
 

Length: 1 Day    Dates: September 16, 20069 April 2, 2010 
Cost: $159     
Eligibility: All   Formerly The Art of Win-Win Negotiating 

Introduction to Administrative Law   Course Number: RM 001 
Length: 2 Hours   Dates: July 22, 2009  December 3, 2009 
Cost: $39     
Eligibility: All     

This session will introduce the audience to the concept that the operation of government has is own body of law—administrative law.  
Also covered is how the Administrative Procedures Act fits within the administrative law umbrella, an overview of the major aspects of 
the Administrative Procedures Act, and how it affects agency policy making. 

Introduction to Business Skills   Course Number: GI 174 

Length: Two 3-hour sessions   Dates: November 6 & 13, 2009 
Cost: $129     April 9 & 16, 2010 
Eligibility: All     

Participants will meet for two 3-hour sessions (6 hours of total classroom time) to discuss and review a variety of business skills topics, 
which include: 

The forms of departmentalization within state government 

Levels and functions of management 

The determinants for span of management, staff and line authority 

The function of the balance sheet, income statement, and cash budget for decision making purposes 

Time management concepts 
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Understand and handle feelings in the workplace,  

including their own anger and anger of others 

Utilize tools to cope more effectively with work situations 

beyond their control 

Deal with difficult people encountered through the work 

day 

Imp0rove communication with other in the workplace 

The definition and purpose of negotiation 

When the utilization of negotiations is appropriate 

The different types of negotiating techniques & styles 

How power and positioning influence effective negotiation 

Strategies for applying negotiating techniques & skills 

Adjust your negotiating style to be more effective 
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Listening: The Forgotten Skill    Course Number: GI 003 

Approved listening means improved job efficiency and productivity.  Most employees spend over 50% of their day listening.  Accurate 
listening and retention skills are crucial to help manage the vast amount of information we receive daily.  Topics include: 

Length: 1 Day   Dates: September 22, 2009 March 4, 2010 
Cost: $115     
Eligibility: All 

Managing: Conflict & Resistance in the Workplace Course Number: GI 165 

Conflict in an organization is inevitable.  If not addressed and managed, conflict can cause significant damage to individuals, teams, and 
an organization.  In this course, participants will learn ways to ease tension, reduce defensiveness, and reach win=win solutions for all 
parties.  Topics include: 

 
 

Length: 1 Day  Dates: August 6, 2009  November 10, 2009  
Cost: $159   February 23, 2010  May 6, 2010  
Eligibility: EMS   Formerly  Conflict Resolution 

Managing Effective Meetings    Course Number: SC 242 
 Length: 1/2 Day   Dates: January 21, 2010 
Cost: 59      
Eligibility: All     

This course will address the various component s that make up an effective meeting.  Participants will discuss the purpose and  
necessity of meetings, as well as facilitation techniques to keep meetings moving forward and on topic.  Participants will review  
agendas for modification and improvement.  They will also review and discuss sample ground rules for meetings and share real-life 
scenarios of meeting challenges that must be resolved in order to conduct a meeting that is valuable and successful. 

Managing Generational Differences at Work  Course Number: SC 256 

Length: 1/2 Day   Dates: Coming Soon 
Cost: $75      
Eligibility: All     

This seminar is designed to increase appreciation of generational differences in communication styles, workplace values, and skill sets.  
Participants will explore collaborative approaches that will capitalize on the strengths of both generations and take a brief look at  
succession planning strategies to assure that the torch is passed on in inclusive, responsible and responsive ways.  Course objectives 
include: 
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The role of feedback and perception in the  

communication process 

The 12 blocks of listening 

Nourishing creativity through better listening 

Keys to effective listening, including the effect of  

nonverbal communication on listening 

Practical techniques to improve you listening skills 

Why it’s important to manage conflict 

Different ways that individuals address and respond to 

conflict 

What to do when managing conflict and what to avoid 

Sources of conflict 

Types of conflict 

Describe the primary work ethic and communication  

characteristics of Traditionalists, Baby Boomers,  
Generation X, and Generation Y 

Anticipate and proactively respond to generational  

differences that impact workplace performance  
productivity and teamwork. 

Collaborate with others to create and sustain a work  

environment that capitalizes on, and celebrates  
generational diversity in a manner which results in service 
excellence 

Appreciate the dynamics of targeted succession planning 

for the purpose of knowledge transfer 
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Managing Stress Effectively     Course Number: GI 129 

Stress plays a significant role in everyone’s life, with the four greatest sources of stress being relationships, health, job and finances.  
Everyone knows about the concept of stress but few realize the impact that stress can have on emotional and physical health. 
 
This course encourages participants to acknowledge their personal stress and identify both helpful and harmful responses in their lives.  
Participants will learn the connection emotion and behavior in response to stress and will be encouraged to develop multiple approaches 
for confronting and defeating stress.  Participants will be challenged to confront stressors in all aspects of their lives, from families and 
relationships to thinking processes to personal lifestyle choices.  By the end of the course, participants will have constructed a personal 
stress-management program that they can use to motivate them to greater health and well-being. 

Length: 1 Day   Dates: November 19, 2009  March 4, 2010 
Cost: $99     
Eligibility: All 

Managing Your Time & Priorities    Course Number: GI 090 

This course will provide participants with the skills to increase productivity and achieve their goals.  Participants will learn to accomplish 
more by first scheduling their priorities and then prioritizing their schedules.  The seminar includes strategies for: 

 

 
 
 

Length: 1 Day    Dates: November 17, 2009  March 3, 2010 
Cost: $115     
Eligibility: All     

Marketing Principles     Course Number: GI 305 
 Length: 1 Day   Dates: January 12, 2010 
Cost: $159     
Eligibility: All     

Marketing is based on identifying, anticipating, and satisfying customer needs effectively and profitability.  It encompasses market  
research, pricing, promotion, distribution, customer care, brand image and much more. 

 

Utilizing effective marketing strategies can increase service or product usage, increase revenues for the organization, and improve the 
overall customer perception of the organization. 

Memory Power Tools     Course Number: RM 005 

Length: 1/2 Day   Dates: October 22, 2009  April 15, 2010 
Cost: $75      
Eligibility: All     

This three hour session is quick and effective. Learn to quickly access data you once would have forgotten (like people's names!). This 
course is bound to change your life at work and reduce stress.  Participants will leave with skills they will remember!  Workshop  
Objectives 
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Using short and long term goals for personal and profes-

sional growth 

Solving the time crunch in your life by eliminating com-

mon time wasters 

Getting and staying organized 

Using a variety of tools to manage time effectively 

Managing the many priorities in our lives 

Bring to life your power to remember names 

Understand why and when your memory fails and how to 

avoid it 

Turn the weaknesses of your memory into strengths 

Listen so that your memory stands a chance 

Learn exercises to develop your memory muscle 

Take notes your mind will remember. 
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Minute Taking       Course Number: GI 177 

Formally or informally, many individuals are responsible for minute or note taking.  This course will help participants enhance their  
professionalism by learning the techniques of quality minute taking.  Topics will include: 

Length: 1/2 Day   Dates: January 21, 2010  May 11, 2010 
Cost: $59     
Eligibility: All 

Open Meetings/Public Records   Course Number: RM 011 

The free flow of information is key to our democratic society.  The challenge for everyone especially our policymakers, is to balance the 
public’s right to information with the individual’s right to privacy. 
 
The goal of this seminar is to inform you of the public record and open meetings laws, procedures, and exemptions and discuss any  
recent legislation pertaining to open meetings and public records. 
 
 

Length: 2 Hours   Dates: November 19, 2009  June 24, 2010  
Cost: $39      
Eligibility: All    

Managing Effective Meetings    Course Number: MC 311 
 Length: 1Day   Dates: March 2, 2010 
Cost: $59      
Eligibility: All     

This course provides an overview of the State of Iowa’s budget and accounting system.  Representatives of Department of  
Administrative Services, State Accounting Enterprise, Department of Management, and Treasurer of State will provide valuable  
information to participants, including: 

Performance Evaluation    Course Number: NC 401 

Length: 1 Day   Dates: August 27, 2009  November 3, 2009 
Cost: $99    February 4, 2010  May 27, 2010

This workshop provides information to managers and supervisors on the State of Iowa performance appraisal process.  Participants will 
learn to: 
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Definition and purpose of minutes 

The meeting itself (preparation, taking notes, after the 

meeting) 

Components of minutes 

Listening skills (message transference, perception) 

Review of minutes and report to group 

Identify assumptions and biases about performance  

appraisal 

Utilize the performance evaluation system as a benefit to 

them and their employees 

Identify fair and measurable performance criteria 

Write clear expectation statements 

Legal side of performance appraisals 

Complete the State of Iowa individual performance plan 

and evaluation form 

State’s financial procedures 

Methods for estimating revenue 

Budgeting: the review and approval process 

The state’s accounting system 

How to track appropriations 

The use of Generally Accepted Accounting Principles 

http://learnatpds.iowa.gov/
mailto:pds@iowa.gov


Course Catalog: July 1, 2009—June 30, 2010   ♦    Website:  http://learnatpds.iowa.gov   ♦   E-Mail:  pds@iowa.gov 

Plain Talk       Course Number: GI 223 

This workshop will assist participants in writing and designing documents that are easy to use and easy to understand.  You will explore 
general principles and guidelines of Plain Talk as it applies to writing instructions, announcements, publications, and other documents. 
 
Key topics will include guidelines for Plain Talk, techniques for simple, concise emphatic business writing, elements of writing great in-
structions, focusing on your customers, and using readability tools such as Flesch-Kincaid test or Fog Index. 

Length: 1 Day   Dates: December 9, 2009 
Cost: $159     
Eligibility: All 

Preparing & Presenting Grievance/GRIP Information is designed to help agencies prepare their defense in grievance meetings, the Griev-
ance Resolution Improvement Process (GRIP) , and arbitrations. It builds on two other PDS workshops: Discipline, Grievances & Con-
tracts and Investigating Employee Misconduct. 
 
The workshop will help explain the stages, define documentation needed to support the cases, and offer advice on how to effectively pre-
sent the information along the way. It’s an hands-on, interactive session that will allow you to leave with the necessary tools to assist you 
through the defense process from start to finish. 

Preparing & Presenting Grievance/GIRP Information Course Number: NC 902 

Length: 1/2 Day    Dates: September 17, 2009 January 19, 2010 
Cost: $49     
Eligibility: All     

Presentation Skills     Course Number: GI 014 
 Length: 1 Day   Dates: December 8, 2009  June 29, 2010 
Cost: $159     
Eligibility: All     

Be ready for your next presentation!  Learn and practice effective presentation techniques and skills in this fun, interactive workshop.  
Topics will include: 

Preventing Sexual Harassment for Employees Course Number: GI 052 

Length: 1/2 Day   Dates: August 27, 2009  November 3, 2009 
Cost: $49    April 27, 2010  
Eligibility: All     

Everyone loses when sexual harassment occurs.  It lowers morale, hurts working relationships, creates resentment, and lessens an 
organization’s ability to function well.  All employees have the right to work in an environment free of harassment.  This course  
discusses: 
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What constitutes sexual harassment in the workplace 

Your rights as an employee 

The legal consequences of harassing a coworker 

How to appropriately confront harassing behavior on the 

job 

Addressing the “Fear Factor” 

Using a 10-step process to organize, prepare, and  

present successfully 

Understanding body language - the nonverbal side of 

delivery 

Incorporating over 27 visual aids to enhance your  

presentation 

Learning about three different ways participants absorb 

information 

Speaking persuasively 

Understanding effective introductions 

Dealing with difficult situations 

Creating strong closings 
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Preventing Sexual Harassment for Supervisors Course Number: NC 119 

Participants in this course will learn about their supervisory responsibilities in dealing with sexual harassment on the job.  Topics include: 

Length: 1/2 Day   Dates: September 29, 2009 February 11, 2010 
Cost: $49    June 9, 2010 
Eligibility: EMS 

An enhanced professional image is important for all employees who want to project a confident, professional self.  Many people make 
judgments based on “first impressions.”  Therefore, a positive impression is critical.  Topics include: 

 
 

Professional Impact     Course Number: GI 084 

Length: 1 Day   Dates: September 10, 2009 February 2, 2010  
Cost: $115    June 17, 2010 
Eligibility: All    

Project Management     Course Number: PT 103 
 Length: 2 Days   Dates: October 7 & 8, 2009 
Cost: $229    February 17 & 18, 2010 
Eligibility: All     

This two-day course instills effective, repeatable project-management techniques in people of various experience levels.  The  
interactive format includes practice projects, including one for the initial exercises and one for the audit analysis wrap-up.  Increase the 
odds of delivering projects on time and under budget.  Learn ways to: 
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Legal definition of sexual harassment 

Employer liability 

Behaviors that constitute sexual harassment 

The supervisor’s role in preventing sexual harassment 

Investigation of sexual harassment 

Understanding professionalism on the job 

Increasing credibility, confidence, and composure 

Dealing professionally with coworkers, supervisors, and 

the public 

Communicating in a professional manner 

Using body language effectively 

Managing your appearance to create a professional  

image 

Define a project and its scope 

Develop time and cost estimates 

Create a schedule 

Identify ways to shorten the project 

Identify and manage risks 

Organize and document project information 

Track progress and make adjustments 

Develop a system for managing changes to a project 

Putting More Life in Your Time   Course Number: GI 240 
 Length: 1/2 Day   Dates: October 22, 2009 
Cost: $75     
Eligibility: All     

This three hour workshop, will leave you refreshed and relaxed. Take away skills to increase your happiness quotient. Drop anxieties 
and tensions and learn to keep them at bay. Make the most of any task and realize once and for all it is the journey that counts. This 
day is enlightening and creates positive motivation.  Workshop Objectives: 

Learn how to keep all the “balls in the air” successfully 

Relax as hard as you work 

Discover how to get the most relaxation in the least 

amount of time 

Keeping little frustrations from stealing happiness 

Catch the power of letting go - how to get your life back 
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Rule Writing Style     Course Number: RM 003 

This course will focus on style guidelines for the three parts of a rulemaking document:  the preamble, the item statements, and the rule 
language.  The course will include hands-on practice in identifying ways to improve sentence structure and word selection.  In addition to 
style guidelines, the course will address questions related to procedures and formatting. 

Length: 2 Hours   Dates: November 5, 2009 
Cost: $39     
Eligibility: All 

This course concentrates on the rulemaking segment of the Administrative Procedures Act.  It will define the term “administrative rules,” 
outline the process to formally implement a rule, and detail the role of public, gubernatorial, and legislative input in shaping that policy. 
 

 
 

Rulemaking Process      Course Number: RM 004 

Length: 2 Hours    Dates: August 6, 2009  June 15, 2010 
Cost: $39     
Eligibility: All     

Services Contracting:  From Beginning to End Course Number: Day 1 - GI 148, Day 2 - GI 149 
 Length: 2 One-Day Sessions   Dates: September 30 & October 1, 2009 
Cost: $99 per day or $169 for both days   December 2 & 3, 2009 
Eligibility: All     Spring 2010 

Are you confused about the ins and outs of purchasing goods for the state? You are not alone. If procurement is part of your job, you 
must be aware of the many rules and procedures required by law. In this two-day session, you will learn the vocabulary, timeline, and 
requirements that are involved in the procurement process. Take time now to educate yourself on these essential procedures. 

DAS-Procurement, Attorney General’s office and PDS have worked together to create a learning experience that will help you do your 
job better, with more confidence and greater efficiency. 

Statutory Construction and Legal Drafting  Course Number: RM 002 

Length: 2 Horus   Dates: August 4, 2009  November 10, 2010 
Cost: $39      
Eligibility: All     

Constitutions, acts, codes, and rules are all sources of law.  This course will discuss the various components of law, including Iowa Acts, 
Iowa Code, Iowa Code Supplement, and Iowa Administrative Bulletin and Code.  This section will cover the tools used to read a statute 
and determine its meaning.  It will also provide an introduction to the concept of drafting code language. 
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Day 1 

Procurement Rules 

Do’s & don’ts of public procurement 

Chapter 8F Requirements 

Accountable Government Act 

Drafting Specifications 

Bid Timeline 

Ethics 

Developing Evaluation Criteria 

Evaluation committee Rules & Responsibilities 

Drafting a bid 

Negotiations 

Awarding a contract 
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Thriving on Change      Course Number: GI 163 

Make change work for you by attending this exciting course.  Learn how to put changes in perspective, explore why people react to 
change in different ways, and strategies to make change work for both you and the organization.  Topics include: 

Length: 1 Day   Dates: November 13, 2009 
Cost: $159     
Eligibility: All 

Time Mastery      Course Number: GI 313 

Ever feel as if your life is like a teeter-totter, going up and down and out of control?  How many of us work to achieve balance between 
work and home or even just in our workday?  Have you achieved the balance for which you are looking? 
 
Experience an inspirational workshop that will assist participants in discovering how they can achieve balance at work and home utilizing a 
seven-step process and an individual Time Mastery Profile from Inscape Publishing.  Participants will fill out an online assessment prior to 
seminar and receive an individual report on their time management skills.  Topics will include, but not limited to: 

 

Length: 1/2 Day   Dates: September 24, 2009 February 10, 2010  
Cost: $105     
Eligibility: All   

Train the Trainer     Course Number: GI 017 

Length: 2 Days   Dates: April 7 & 8, 2010 
Cost: $229      
Eligibility: All     

This interactive, hands-on course will help participants discover the skills and techniques needed to effectively develop and deliver 
 training to the adult learner.  If you do any type of training or presenting (or would like to), this is the course for you!  Topics will include: 
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Understanding the process of change and transition 

Evaluating the environment to assist in change  

management 

Exploring factors that inhibit and enable effective change 

Creating your individual action plan to guide you and 

others through change 

Explanation of Time Mastery profiles so individuals have 

an understanding of how it can be utilized 

Discussion of time-management strengths of participants 

Learning when and how to say yes and no to  

opportunities 

Develop personal and work related mission statements to 

support time mastery goals 

Skills needed to improve and enhance participants’ time-

management skills so their performance can be improved 
and productivity increased 

Establishing a comfortable learning environment 

Adult learner characteristics and learning styles 

Presentation techniques 

Developing participant-centered training and activities 

Handling difficult participants 

Valuing Diversity     Course Number: GI 103 

Length: 1/2 Day   Dates: October 13, 2009  March 31, 2010 
Cost: 49      
Eligibility: All     

This half-day awareness course is designed to help participants understand and value cultural differences.  The focus of this course is to 
foster positive attitudes, behaviors, and practices that support a diverse workplace.  Topics include: 

  
The changing labor force 

Differences between EEO/AA and diversity 

Inclusions versus exclusions 

Advantages and benefits to be gained by valuing diversity 

Communication and language barriers to diversity 
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